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Description and Purpose of the Capital Access Financial
System (CAFS) Account

For approved SBA lenders and other program participants to access, submit, and service loans, they
must establish access to the SBA’s Capital Access Financial System (CAFS) by creating an online
account. CAFS is the primary system for loan origination and servicing for the SBA’s loan program.

The Capital Access Login System (CLS) supports account creation for CAFS. A CAFS account and a CLS
account are the same; the terms can be used interchangeably.

This document provides step-by-step instructions for creating and authenticating a new CAFS/CLS
account. These instructions are applicable for all program participants.

— For more information on how to become an approved SBA lender, visit www.sba.gov/partners/lenders/become-sbha-lender. 2
SBA '


http://www.sba.gov/partners/lenders/become-sba-lender
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Step 1:
Creating an Online
Account



I Creation Authenticatior> Permissions > I

Create Online Account via CLS

C O olcawE-b.sba.gn‘u',f'cIS_a"-dSp_Icgiﬂ.cfmI

1. Go to the Capital Access Financial

. ﬁ
System (CAFS) home page" U.S. Small Business
https://caweb.sba.gov/cls/dsp_login.cfm SBA . >malfus CaPITAL Access FINANCIAL SysTEMm 0 ¢ &

2. Press the “Not Enrolled?” link in
the top left corner of the login
box

Lenders should start this process after SBA Account Login
receiving confirmation that they are an SBA-

approved /enc{er. The entire request pI’O.C.ESS o Not Enrolled?
(from requesting a CLS account to receiving oTeot Pasoword)

access to CAFS systems) may take several Forgot Username?
days to complete due to the multi-level
approval process.

User ID

Password

Show/Hide Terms and Conditions

The red dots correspond to the numbered 4
S A instructional step on the left side of the screen '
[


https://caweb.sba.gov/cls/dsp_login.cfm

I Authenticatior> Permissions > I

Create Online Account via CLS

Capital Access

Financial
System

3' You Wi” be ta ken to the page _— ‘ — Welcome to CLS:Creating a New SBA CLS Account
shown to the right

— Login Information

. * User ser ules
4. You will need to complete all werol | ssausriony
o * Password SBA Password Rules
mandatory flelds * Re-enter Password

Mandatory fields are indicated by bold text

3 — Identity Information
and a red asterisk

* User Type IPanner v|
0 " Name: § || i ||

First) (Middle) (* Last) (Suffix)

* Date of Birth: rm/dd/yyyy &=

— Contact Information I

* Country | UNITED STATES -

: . =3

® The red dots correspond to the numbered

— 5 '
S A instructional step on the left side of the screen
[



I Creation Authenticatior> Permissions > I

Create Online Account via CLS

5. Choose and enter your User ID
and password which you will use
to login to the system

— Login Information

Your User ID must be 8 to 15 characters long, * User ID ‘ SBA User ID Rules
and cannot include <, >, ¢ “ &, or accented o
characters. * Password | SBA Password Rules

Your password must be a minimum of 12
characters, and must contain at least three of
the following properties:

a) Upper Case Letters (A, B, C, ... Z)

* Re-enter Password |

b) Lower Case Letters (a, b, c, ... z)
c¢) Numerals (0, 1, 2, ... 9)

d) Special Characters ({}[]<>:?] ' ~1@ 5
%N&*_-+=)

® The red dots correspond to the numbered 6
S A instructional step on the left side of the screen
[



I Creation Authenticatior> Permissions > I

Create Online Account via CLS

— Login Informartion
= Uger ID SBA User ID Rules
—Id ity Infi i
6. Select the “Partner” user type sneity Information
. * User Type | Mot Yet Selected v
from the drop-down list  Narme
Note: The Partner user type is Borrower i Chee (e
Gpp/icable for /enders, brOker'dealerS, — Contact Information Q CDC Closing Counsel
Partner v
pool assemblers, pool assembler MV ok Zin
managers, investors, and originators. + Street Address Line 1 | SBA Contractor
SBA Employee
Street Address Line 2
* Clty/State
* Phone Number
(* Country) (= Area Code) (* Phone Number) (Extension)
Mobile Phone Number
(Country) (Area Code) (Mobile Phone Number)
Fax Number
(Fax Country) (Area Code) (Fax Number)
* E-Mall Address
* Re-enter E-Mall Address
— Security Questions
* First Question: | Select Question v
* Answer:
® The red dots correspond to the numbered ;

instructional step on the left side of the screen

=]



I Authenticatior> Permissions > I

Create Online Account in CLS

7. Fillin your name

—Login Information

* UserID | | SBAUser ID Rules

* Password : SBA Password Rules

First and last are required, middle name is

optional
e . . * Re-enter Password :
8. Fill in your Date of Birth
Your DOB must be filled out in the format of —Identity Information
mm/dd/yyyy (e.g., November 1, 1980 = * User Type | Partner v
11/01/1980) Name: | I | I |
(* First) (Middle) (* Last) (Suffix)
— Contact Information
* Country | UNITED STATES ~

® The red dots correspond to the numbered 8
S A instructional step on the left side of the screen
[



I Authenticatior> Permissions > I

Create Online Account in CLS

9. Fill in your street address and zip * Country |UNITED STATES v
code o * Zlp+4 | | | || Lookup Zip |I @
Use your office address * Street Address Line 1 | |
10.Press the “Lookup Zip” button. (Please add street number
This will populate the “City/State” field, so you Street Address Line 2 | |
will no longer need to fill in that portion
* Clty/State | |

*LandllnePhoneHumher| | | ‘ ‘ | ‘

(* Country) (* Area Code) (* Landline Number) (Extznsion)

* Moblle Phone Number | | | ‘ |
(* Country) (* Area Code) (* Moblle Phone Number|

FaxNumber| | | ‘ | |

(Fax Country)  (Area Code) (Fax Number)

* E-Mall Address | |

* Re-enter E-Mall Address | |

The red dots correspond to the numbered 9
S A instructional step on the left side of the screen '
[



I Authenticatior> Permissions > I

Create Online Accountin CLS

11. Enter your Phone Numbers
(standard and mobile)

The country code for the U.S. is 1. Include a
hyphen in the 7-digit phone number. If you
are only using your cell phone, put your

—Contact Information

*Country | UNITED STATES v

* Zlp+4 | | | || Lookup Zip |

* Street Address Line 1 | |

(Flease add street number)

mobile number under both landline and Street Address Line 2 | |
mobile .
* Clty/5State
12. Enter your email address * Landline Phone Number | 1 | [o99 | [999-9999 | | |
Your mobile number’ landline number or {* Country) (* Area Code) (* Landline Number) (Extension)
email will be used for your two-factor @ * Moblle Phone Number | il | |
authentication upon /ogin, SO you need i* Country) (* Area Code) (* Moblle Phone Number)
access to your phone or email to receive Fachumoer ||
your login PIN {Fax Country)  (Area Code) (Fax Number)

@ * E-Mall Address | |
* Re-enter E-Mall Address | |

® The red dots correspond to the numbered 10
— '
S A instructional step on the left side of the screen
[



I Creation Authenticatior> Permissions > I

Create Online Accountin CLS

13. Enter your organization’s
Location ID. If you do not know
your organization’s location ID,
use the “Lookup” button

14. Lookup Functionality:

a) Search for your institution’s name or
filter the list by selecting your Partner
Type (e.g., Banking Institution, Broker
Dealer, Investor) from the drop-down

b) Press the “Lookup by Name, Type, City,
State, and/or Zip” button

c) When you find your institution in the
list, copy the blue Location ID and paste
it into your in-progress CLS account sign-

Partner Information |

@ |Headquarters Locatlon ID ‘:\ Lookup |

— Paged Search for Multiple Partners/Locations

(Mote: It's possible to enter combinations that cannot be found,
such as NY as the State and 78705 as the Zip.
Spelling differences can also interfere with the search.)

Partner Mame | Starts With ¥
{scope)

Partner Type | Banking Institution v

Location City | Starts With ¥
(scope)

Location State

Location Postal/Zip Code | Starts With ¥
{scope)

Maxrowsperpage 50 ¥

@I | Lookup by Name, Type, City, State and/or Zip |I

up page

NOTE: Organizations acting as both secondary market participants
and banking institutions will have multiple Location IDs, one for

G each function. On the search page (14a) select “Secondary Market
Participant” from the Partner Type dropdown to ensure you
select the correct Location ID for your organization.

® The red dots correspond to the numbered 11
— '
S A instructional step on the left side of the screen
[

|Partn¢r[Locatt-:m|| Hame

| 3686 | Example Institution Name



I Authenticatior> Permissions > I

Create Online Account in CLS

15. Select your institution’s Also known as Lender's Authorizing Official, or "LAO". Your LAO will have

.. . . the same "Headgquarters Location ID" &s you, so please enter that first (above].
Authorizing Official (AO) from ! P

the drop-down menu

Note: In the following, "Partial” means "starts with™:

16. If your Location ID has several

AOs you can search for a Lender's Authorizing Official's E-Mail | |
)

specific AO by entering their Lender's Authorizing Official’s First Name | |
email, first name, or last name in @

Lender's Authorizing Official's Last Mame | |

the corresponding box and click

“Lookup Lender’s Authorizing | Lookup Lender's Authorizing Official |

Official” @ I| Lender's Authorizing Official's Appear Here After Lookup V| I
Note: Please see the next slide for * Lender's Authorizing Official
additional Authorizing Official (AO) (ID) (First) (Middle) {Last) (Email)

instructions and information.

® The red dots correspond to the numbered

— 12 '
S A instructional step on the left side of the screen
[



I Authenticatior> Permissions > I

Create Online Accountin CLS

What is an Authorizing Official (AO)?

An Authorizing Official is responsible for reviewing and decisioning system-related requests from individuals
associated with their organization’s Location ID. This includes CLS account annual recertification and system role
permission requests. An organization can have multiple AOs, but it must have always at least one.

How do we set up an AO for our Location ID?

Designate First Authorizing Official:

*  IMPORTANT: The first CAFS Account created associated with your organization’s Location ID will automatically be assigned as your
organization’s first Authorizing Official.

Assign Additional Authorizing Official(s):
*  Send an email to cls@sba.gov with subject “PRODUCTION Authorizing Official Approval Request.”
* Inthe email, state that you are requesting to be an authorizing official for your Location ID (include your Location ID in the email).

*  You will receive an email from cls@sba.gov that your account has been approved.

How do we remove an AO?

* Send an email to cls@sba.gov with subject “PRODUCTION Authorizing Official Removal Request.”

* |n the email, state that you are requesting to remove an authorizing official for your Location ID (include your Location ID in the email).

* You will receive an email from cls@sba.gov with next steps or change confirmation.



mailto:cls@sba.gov
mailto:cls@sba.gov
mailto:cls@sba.gov
mailto:cls@sba.gov

I Authenticatior> Permissions > I

Create Online Account in CLS

17. Select three Security questions * First Question: | What is the name of the place you want to spend your dream vacation? v
from the dropdown menus that * Answer: | |
you can eas“y answer, and enter Q - Second Questlon: | Were did you go the first time you flew on a plane?? ~ |
your answers in the appropriate " Answer: | |
boxeS * Third Questlon: | What was your first car's make and model?? ~ |
* AnsSwWer: | |
18. Verify the Captcha by entering
the text in the box Verify Captcha
Note: Text is case-sensitive %
s, 0 san
19 ClICk SmeIt @ Can‘tread? | Refresh image |
20 If there are any errors, yOU mUSt * Please enter text shown In the Image (case sensitive)
correct the errors, re-write [ ]
these security questions, and :
Verify a new Captcha @ | Submit |||F~'.eset || cancel |

21. You will be returned to the login @Q‘ )

page and should see a

confirmation note Your Security questions have been saved. Your account has been
@ Info:  successfully created.Please log in now with the password you
® created.

The red dots correspond to the numbered 14
S A instructional step on the left side of the screen '
[



Step 2:
Authenticate Your
Account



I | Creation Authentication Permissions > I

Authenticate your Account

@ Capital Access Financial Systemn X + SBA Account Authentication
1. Go to the Capital Access ol — . — .
. . & 8@ caweb.sba.gov/cls/dsp_login.cfm I o Skip PIN and take me to home page>
FlnanCIaI SYStem (CAFS) home *Please select a PIN authentication method:
page: https://caweb.sba.gov/ SVIS to Mobile Phone () = - 6118
2. Enter the credentials created SBA Account Login

Voice Call to Phone (***) ** - 6118

during account set-up —

Not Enrolled?

3. Check the box next to “I agree Forgot Password? Email Address
»” q Forgot Username?
to these terms” and click
"L < e Click here to authenticate by using a backup code instead.
ogin

ExampleUser

4. You will be asked to
authenticate using a PIN

You can receive by text, call, oremail || =
(select your preferred option). You must
authenticate by PIN for your account to be

considered fully active 9

Show/Hide Terms and Conditions

I have read and agreed to the terms above.

® The red dots correspond to the numbered 16
— '
S A instructional step on the left side of the screen
[


https://caweb.sba.gov/cls/dsp_login.cfm

I | Creation Authentication Permissions > I

Authenticate your Account

m SBA Account Authentication

5. If you do not have access to your
phone/email while trying to log in, you
can use a backup code by selecting *Please select a PIN authentication method:
"Skip PIN and take me to home page"

e I Skip PIN and take me to home page )I

This will allow you to generate a backup code,
. . . [ ]
but you will not have full system functionality. -

You will not be able to utilize the backup
codes unless you have fully activated your i Backup Codes:
account Y Jully Y e I Update Profile I We will give you 7 backup codes to use when no other
) ) Change Password authentication methocils are available.
6. Under the person icon in the top left, Please keep the codes in a safe place.
select "update profile" from the Request Access to CAFS Systems a I Generate Backup Codes for Credential Authentication. I
dropdown Accessibility and Other Preferences
7. On the profile page, you will see a box A\pplication Menu (Wide / Traditional)
about generating backup codes. Select o 4xanEM
the "Generate Backup Codes for hY2fA‘9f
Credential Authentication" link KTEF4)
mM5W11j
8. A pop-up box will appear with a list of Vovpac
backup codes. You can download this FAvm2H
list or copy a single backup code for d4Assn

use Download backup codes

The red dots correspond to the numbered 17
S A instructional step on the left side of the screen '
[



| Creation Authentication Permissions >

Authenticate your Account

____instructions & 0 2 & oo

9. Log out of your account

10. Log back into your account, and SBA Account Authentication
this time when it requests your _

PIN, select "Click here to
authenticate by using a backup
code instead”

Skip PIN and take me to home page>

*Please select a PIN authentication method:

SMS to Mobile Phone (***) *** - 6118

11. Enter one of your generated
backup codes and press the
"verify backup code" button Email Address

Voice Call to Phone (***) *** - 6118

12. You are now fully logged into
the system! @ IClick here to authenticate by using a backup code instead. I

SBA Account Authentication

<Back Skip PIN and take me to home page> ’

*Enter one your backup codes:

@ Backup Code l‘_ YOU'Ve Set Up
® The red dots correspond to the numbered your accoun t! 18
S A instructional step on the left side of the screen '
[
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Step 3:
o

Request Access to
Systems



I | Creation > Authenticatio I

Request Access to Systems

Log into your CAFS account

CaAPITAL AcCesS FINANCIAL SYSTEM & ©@ 2@ & € &
Update Profile

2. Hover over the person icon in Change Password

. Reguest Access to CAFS sttems

the top rlght corner and SeIeCt Accessibility and Other Preferences
“Request Access to CAFS

SySte m S” e — Home Page Theme
e Gray Theme SBA Today

Breast Cancer Awareness Month Pink Theme

Change Application Menu (Wide | Traditional)

Financlal Green Theme
Ea Lighter Shade of Pale Blue Theme Portfolio Size & Dollars (in$
Text-Only Black and White Theme Billions)

) 1 £,030 INSUUIMenLs 10 L0V

Developers-Only Debug: Show/Hide *ALL* (except icons)
Begin New JQuery Mode

Developers-Only Debug: Test, catweb, ca2rouge, Instance4 Financial Instruments Funded»
FY 2021

® The red dots correspond to the numbered 20
— '
S A instructional step on the left side of the screen
[



I | Creation > Authenticatio I

Request Access to Systems

m Capital Access Financial System - System Selection

3. Onthe next Page, find the “FTA Please click the system folder[_——I icon to open the role/sub role.
Portal” folder and click the icon

Please limit role requests to a few systems at a time, not all.
to view role options Important: when a section is opened, click the "Clear Content" link if
you do not want any role/sub role to be requested for the system.
Thereis a limit of 500 text and check boxes to be submitted.

|II

- TA Connect - Access only for SBA 7a Lenders and SBA Employees
- CDCOnline

- Code Tables

- Electronic Lending - Origination (ETRAN)

- Electronic Lending - Servicing (ETRAN)

=

FMLP Online

o FTA Portal (Some roles exist)
® The red dots correspond to the numbered

— 21 '
S A instructional step on the left side of the screen
[



I | Creation > Authenticatio I

Request Access to Systems

m o ﬂﬁnancial Reporting - View 7(a) loan and pool information for secondary market operations and sales
cation Id

Se|e|Ct c;lecfkboxes forbany rOIe(s) \ = Del: [J Lookup \ , Del: J Lookup | ‘ ] Del: [J Lookup
applicable for your jo —— ——————
[l pe: O [l pe: O | £l pe: O

See the FTA Portal User Application Matrix here for |7‘ bet e ‘7 . Ret e 7‘ e -

descriptions of application access based on role

. . @) Investor - View, edit, and submit 7(a) loan, pool, and/or interest only strip information

5. Enter your Location ID in the box _ Location Id (@) 3 A

See step 13 on slide 11 for instructions to find your - =,

Location ID using the lookup function ’ ‘ Del: (J Lookup ‘ Del: [J Lookup | ‘ Del: [J Lookup
6.  Scroll to the bottom of the page and ’ ’ Del: [J Lookup ‘ l Del: ) Lookup | ‘ Del: [J Lookup

press “Submit”
7. You will receive an email that your C]L Len(.ier- :E(r;ter and edit 7(a) loan information

— Location

account has been updated

NOTE: THIS IS NOT AN APPROVAL FOR | | Eoet: O Lookup | | B pet: O Lookup | | B pet: O Lookup

ACCESS \ \ Del: [J Lookup l , Del: J Lookup ] ‘ Del: [J Lookup
8. After the access is approved by your

organization’s AO, the SBA Program .

g. ’ . g o ‘ Reset ‘ ‘ Submit ‘
Office, and the CLS security team, you

will receive an email from cls@sba.gov Authorizing Official Instructions:

9. Ifyou do not receive this email,
contact cls@sha.gov or the Call Center
at (833) 572-0502

Role requests will enter your review queue under Level |
Authorization, just as account creation requests do. Please view
slide 16 for instructions to access the Security system review queue.

® The red dots correspond to the numbered 2
— '
S A instructional step on the left side of the screen
[


mailto:cls@sba.gov

FT A Access Matrix | Creation > Authenticatio
Application Access Based on User Role in CAFS

» The Financial Reporting role is exclusively for use by media organizations (e.g., Bloomberg, WSJ)
* Access requests for roles not applicable to your institution’s Location ID will be rejected

Pool Pool Broker Financial
Lender Originator | Assembler Assembler R Reporting
(Official) (Manager) (For Media Only)
v
& 1502 Dashboard)

rsvoune R
v

1502 Gateway

(replaces 1502 Connection

e © o
e [ A

Settlement Express

Customer Service
Online Request



I | Creation > Authenticatio I

Request Access to Systems

What Happens Next?

Your request will go through two levels of approval:

* Level | Authorization: Reviewed by your selected Authorizing Official (AO).

See the next slide for review instructions catered to AOs.
Note: If you are the first user signing up under your Location ID, SBA will provide this Authorization approval.

e Level Il Authorization: Reviewed by SBA.
You will receive notice of final approval via email to the address provided during sign-up.




I | Creation > Authenticatio I

Authorizing Official Request Review

1. Under the “Admin” tab on your
CAFS home page, select
“Security”

=+ & Pending Access Requests
4

~B) Levell Authorization

D Levelll Authonhtion

Admin v General v Loans v e

2. Inthe left-hand navigation bar,
select “Level | Authorization” to
view open role requests for your Code Tables-Update

Location ID o -Security System (SEC Il)

3. Review each request and select
“Approve” or “Decline” beneath S
each request

) Level i Auth Show (P

n Request History
n View Recertification Repc

4. Press “Save” at the top or
bottom of the page to save your e
selections

Approve
Level | Decision: | [ Decline

I| No more matches I

Reset I SaveJo
L




2]

NEED HELP?

Contact the Capital Access Login System at CLS@SBA.gov or
find program information on the FTA Wiki.

2

6



mailto:CLS@SBA.gov
https://catran.sba.gov/ftadistapps/ftawiki/

